Brief Instructions for Utilizing
The Workforce Planning Readiness Assessor

Open the file (WFP Readiness Assessor.xls) in MS Excel. You can open the file by double clicking the
icon in Windows Explorer, or opening Excel and locating the file with the “File, Open” options.

Click the button Enable Macros.
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Ensure that the Assessor tab is selected.
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Begin the Assessor by entering the name of the Agency and Subagency (if appropriate).
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Continue the Assessment by reading each of the 13 questions and selecting the most appropriate response
from the question’s drop down box.
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When you have completed all of the questions, review them for accuracy. Then, click on the Report tab to
view the results of the assessment.
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Your results will be displayed in the following format:
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Now you may either print the report or save it. A printout of the report should appear similar to this
sample:
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Saving the report will require you to select a new file name.

Because this file is provided for DEMO purposes, this file is not “Locked.” As a result, drop down boxes,
formulas, text, etc. can all be inadvertently erased, modified, or altered, damaging or destroying the tool. If
you accidentally move, destroy, or delete any elements of the file, simply close the file and reopen it
without saving. The original file structure will then be restored and full functionality will once again be
available.



